HR Administrator Person Specification
	Attribute
	Essential

	Desirable

	Experience

	Experience in HR administrative or roles with strong people skills background. 
Familiarity with office procedures including mail handling, meeting coordination, and maintaining supplies. 

	Experience in education or SEND environments. 
Experience working across departments to complete administration tasks. 


	Qualifications

	Good written and spoken English and numeracy at Level 2 or equivalent. 
Proficient IT user, able to operate Microsoft Office and cloud based systems. 

	Education‑related qualifications. 
CIPD membership.

	Skills

	Excellent verbal and written communication. 
Strong organisational and prioritisation skills. 
Ability to manage multiple tasks with accuracy and attention to detail. 
Confident use of digital systems and ability to maintain accurate records. 
Ability to minute meetings effectively. 
Ability to handle confidential information discreetly. 

	Ability to extract information from databases and contribute to systems/process improvement. 


	Personality / Behaviours

	Professional, calm, and welcoming manner. 
Positive role model, respectful, and empathetic. 
Reliable, punctual, and able to work under pressure. 
Adaptable to changing demands. 

	

	Personal Circumstances

	Able to undertake regular training. 
Willing to work occasional flexible hours. 
Commitment to safeguarding and working with vulnerable young people. 
Commitment to equality and diversity. 

	Driving licence. 



 
